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Lesson Objectives 

• Objective: 
 Upon completion of this lesson the customer will be able to: 

• Submit the requirement to Contracting. 
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Locate Record 

The Requirement 
Package can be 

accessed from “My 
Requirements” on 
the Landing Page. 
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Related Actions: Summary Dashboard 

When the requirement is complete and all supporting documents have 
been uploaded, select “Submit Requirement to Contracting”  

on the Summary Dashboard. 
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Submit Requirement to Contracting 

• Use the dropdown menu to select and insert a Contracting Office.  
• If you are unsure of the Contracting Office, click the “Where should I send my 

completed Requirements packages?” link for guidance.  
• If you have not previously entered a funding document, you must add an Estimated 

Funding Date now. 
• Click Submit to submit or Cancel to close the form without taking action. 
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Summary 

• In this lesson you learned how to: 
 Submit a Requirement to Contracting. 
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